CSU Reduced Sign on Registration

This guide explains how the log-in process works using Reduced Sign-on (RSO) to access the
Defense Civilian Personnel Data System (DCPDS) Customer Support Unit (CSU) application as a
registered Human Resources (HR) user.

If first-time RSO HR user registration is necessary, please refer to the complete DCPDS Portal
User Guide documentation and follow steps as defined for that process. The guide can be
found at; https://cpol.army.mil/library/news/docs/dcpds_pug.pdf.

If you cannot access the application due to errors, please use the Help Desk button on the
CPOL Portal page.

1. Begin at the CPOL Portal page: https://cpol.army.mil

Note: Ensure that your Common Access Card (CAC) is inserted into your CAC reader.

Department of Defense is America’s oldest, largest, busiest, and most successful “company”. Today, with
over 250,000 civilian employees, the Army is the of Defense’s largest federal employer.

6 The US. Army has employed civilians since 1776 in support of men and women in uniform. The
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2. Click on the DCPDS Portal link that reads: Click here for DCPDS/MyBiz/My
Workplace/CSU.


https://cpol.army.mil/library/news/docs/dcpds_pug.pdf
https://cpol.army.mil/

3. Click OK on the DOD Notice and Consent Banner.

4. Select the Login button in the Common Access Card (CAC) Access region

2 Logie - DOPEIS Portal - Micresoft Internet Explorer

Be CR few Fportes ook beo

Ow - O WEG Pwo frres @ 3-5 W Ll
o ) et fcdovportal depd coms ovd el > B
D_____l.’___‘_s__!!_ DCPDS Portal

For personnel data concerns n

“MyBiz*, contact your Servicing Crvban Persconsl

Human Resources Office. mummmmn:nw
- HR-BIT:

apphcation, sekct the COOLACE LSt
for your wnmm Emad: he-tits@cpms.csd.mi
support Help Desk.

[NonCAC Pegstmton | [PesetPoseword | [ Logn |

5. Choose a Digital Certificate. Note: Always select the non-email certificate

OK button.
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6. Enter your PIN and select the OK button.

. Select the



7. You will see two tabs, My Application database and Add Additional Application/Databases
Select Add Additional Application/Databases tab.

Logout

A
DEPDS DCPDS Portal
My Application/Database Add Additional Application/Databases )

Accessing Your Databasé@

Region Association

To access an HR/MyBiz/MyWorkplace database, select the appropriate link below

Army region

To protect your personal information, ‘log out’ of your DCPDS Portal session by selecting the "Portal Logout’ button.

8. In the bottom panel of the screen, enter your CSU Username & Password in the CSU
Regions Association section to validate your CSU account and select Submit.
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9. If the CSU user has an account in only one region, the account validation is performed
against the default region. When no errors are encountered, the CSU user is directed
to the first screen of the CSU application, the CSU Options screen.
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Note: Type and Org reflect your current access level,
modify your options as required.

10. If the CSU user account exists in multiple regions, Link Your DCPDS Portal Account to
your CSU Application screen display. The drop down lists the regions the CSU user has
accounts in. Select a CSU database from the drop-down menu.
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Click on Link button to access the CSU application’s CSU Options screen. Repeat Step 9 and 10 for
all CSU regions available for the user to register under RSO.
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Applicatior/Databases

select the "Add Additional Application/Databases” tab above to link your newly created DCPDS Portal account to your

existing HR/MyBiz /MyWaorkplace database,

To access an C8U Region Database, select the appropriate link below

Army region
CSUDEV reqion

To protect your personal information, “log out’ of your DCPDS Portal session by selecting the ‘Portal Logout’ button.

Note: The Accessing Your Database screen now shows the link(s) to the CSU database.



